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Procurement Policy Office

(Established under section 4 of the Public Procurement Act 2006)

Ref: G/EPROC/RFQ1/06-24
STANDARD FORM
Procurement of Goods 

(Request for Sealed Quotations) 
(to be used for online bidding for contract amount up to Rs 5 million excluding VAT)

Version 1
Procurement Policy Office

Ministry of Finance, Economic Planning and Development

Port Louis

June 2024
INSTRUCTIONS TO PUBLIC BODIES

1. This standard form (RFQ) is to be used for procurement of readily available commercially standard goods not specially manufactured to the particular specifications of the public body  where the determining factor is price subject to technical conformity, and acceptance of the General Terms and Conditions of Contract.

2. This RFQ shall apply for procurement of the following:

(a) Stationery and Office supplies

(b) Small tools and Hardware

(c) Cleaning materials

(d) Furniture and fixtures

(e) Food and beverage

(f) Kitchen wares

(g) Spare parts and consumables

(h) Electrical lightings, conductors and fittings

(i) Building materials

(j) Footwear and personal protective gears 

(k) Pharmaceuticals and medical disposables

For items not listed above but which fit in the definition given in paragraph 1 above, public bodies shall seek guidance from the Procurement Policy Office.

3. Request for Sealed Quotations (RFQ) should be invited from a minimum of three qualified suppliers - two of which should be SMEs, as far as possible. 

4. Procurement of small goods through RFQ shall be for goods available locally at fixed price not subject to price variation or adjustment to change in rate of exchange of foreign currencies.

5. The RFQ forms are not appropriate for procurement of goods items where the evaluation and comparison of quotations is based on the purchase price, operation cost, maintenance support, power consumptions etc. 

6. Public bodies shall have recourse to the Standard Bidding Document for Restricted Bidding where this standard form for RFQ is not suitable for procurement of goods items for reasons mentioned above or for any other reason.

[The above text should not appear in the final RFQ document issued to the bidders.]
[Name of Public Body]

BIDDING DOCUMENTS
for

Procurement of 

[insert identification of the Goods] _______________________________

_______________________________

Procurement Reference No: [insert number]
Request for Sealed Quotations (Goods)

1. You are hereby invited to submit your best quotation online for the goods listed in Price Schedule Templates in lot(s)/item-wise [Public body to customize as appropriate] for all items  and in accordance to the following Technical requirements :

   Technical Requirements: As per Technical Responsiveness Checklist template on e-PS 
2. Any additional information related to the specification or catalogue may be uploaded as attachments to the template.
3. The dates for closing of quotations, decryption and encryption, and opening are as set out in the Key Activity Schedule online.
4. Where the bidder does not execute the decryption and re-encryption of its bid within the time frame provided in Activity Schedule online, the bid shall not be accessible for opening. In such cases the bid shall be deemed to have been withdrawn by the bidder.

5. Your quotation should be valid for a period of ….. [Public body to insert number of days – usually 30] days after the deadline set for closing date of submission of bid as mentioned in the Key Activity Schedule on the e-Procurement System.

6. Samples shall reach the Public Body not later than the deadline set for the submission of bids online at the following address:

………………………………………………………………………………….

…………………………………………………………………………………..

…………………………………………………………………………………..



[Public body to customize or delete this clause as appropriate]
7. We commit ourselves to maintain the highest standard of integrity and ethical principles during all stages of the procurement cycle.  

Name of Officer issuing this RFQ:   ……………………………………………..
Position: …………………………………………
Date:       …………………………………………………                                                     

A. Instructions to Bidders

1. Delivery
1.1 The quantity of goods ordered may be changed by 10 % at the time of placement of order.

1.2 The goods should be delivered within.....[Public body to specify] days after award of contract. 
2. Submission of Quotations

2.1 Unless quotation is for a package or for a lot, Bidders are required to quote for each item shown on the list, and for  the total quantity of any particular item.

2.2 All items of a Price Schedule shall be filled; where an item is not applicable, the letters N/A shall mean NOT Applicable and the letters N/Q shall mean NO Quote.
3. Eligibility Criteria and Conflict of Interest
3.1 Bidders’ present status

Bidders must:
(a) have the legal capacity to enter into a contract to supply the goods;

(b) not be insolvent, in receivership, bankrupt, subject to legal proceedings for any of  these circumstances or in the process of being wound up; 

(c) not have had their business activities suspended;

(d) not have a conflict of interest in relation to this procurement requirement; 

(e) have a Business Registration Card; and

(f) not be under a disqualification or debarment sanction.  

4. Qualification

      [Public Body may customise this section to supplement its specific requirements and reproduce the same data in the mandatory templates online for mandatory criteria]

(a) Bidders must be qualified and have experience in supplying the goods items referred to in the Request for Quotations, and

(b) Bidders must also provide after sale service where the items being procured so warrants. 

5. Technical Conformity
[Public Body may customise this section to supplement its specific requirements and reproduce the same data in the mandatory templates online for mandatory criteria]

(a) Bidders must comply with the technical specifications of the goods items as defined by the Public body.

6. Request for Clarification

Request for clarification by bidders and response to clarification by the public body shall be done online.

7. Bid Opening

Bids will be opened by the “Public body” at [insert address] at date and time as per key Activity Schedule on e-PS. Bidders or their representative may attend the Bid Opening, if they choose to do so.
8. Schedules for  Bidding Process
The dates for closing of quotations, decryption and encryption, and opening are as set out in the Key Activity Schedule online.
9. Selection and Award


9.1 Selection shall be based on the lowest price offered, subject to technical conformity, availability and timely delivery.

9.2 The selection shall be made by item or package/lot as appropriate. 

9.3 At time of evaluation, the selected bidder having benefitted from the Margin of Preference shall be allocated the contract subject to the supplier forwarding necessary documents to establish that it meets the qualification for the preference. 

10. Margin of Preference
10.1  Small and Medium Enterprises (SME), registered with the SME Mauritius Ltd and submitting the “Made in  Moris” certification issued by the Association of Mauritian Manufacturers for the locally manufactured goods procured through this contract shall benefit from a Margin of Preference of 40% at evaluation.
10.2 SMEs not holding “Made in Moris” certification shall be eligible for a Margin of Preference of 30% at evaluation.

10.3  Women owned Micro, Small and Medium Enterprises (MSMEs) shall benefit from an additional 10% margin of preference over and above those applicable.

10.4  Local manufacturers, which are not SMEs shall benefit from a margin of preference of 30% on their locally manufactured goods

10.5  When selected for award and as requested by the public body, bidders applying for the Margin of Preference shall submit,  the following, where applicable:

(i) evidence of their registration as enterprise in the Republic of Mauritius;

(ii) evidence of registration with  SME Mauritius Ltd.;

(iii) certification issued by the Association of Mauritian Manufacturers for the goods bearing the “Made in Moris” label (where applicable);
(iv) cost structure of local inputs in the manufacture of the goods, as per the template provided and duly signed by a certified accountant;

(v) evidence of women ownership.

11. Notification of Award and Debriefing

11.1 The Public Body shall after award of contract, exceeding Rs 1 million, promptly inform all unsuccessful bidders in writing of the name and address of the successful bidder and the contract amount.

11.2 Furthermore, the Public Body shall attend to all requests for debriefing for contract exceeding Rs 1 million, made in writing within 30 days the unsuccessful bidder(s) is/are informed of the award.
12. Prices

12.1 Prices quoted shall be firm and fixed in Mauritian Rupees during validity period of quotation and for execution of contract. The prices quoted shall include all costs, where applicable, such as transportation to the location for delivery stated in the RFQ, insurance, packing, labeling, or any other costs - fees to be paid such as customs duties and charges.

13. Rights of the Public Body

The Public body shall have the right to:


(a) ask for clarifications at time of evaluating quotations, 

(b) split the contract on an item basis or 

(c) reject all quotations.
 A Purchaser shall not be bound to accept the lowest or any quotation.

B. Bid Submission form

1. Bidders will have to fill in the Bid submission form Template online and upload documents through the field provided.
2. The total amount from the Price Schedules shall be automatically transferred from the Price Templates to the Bid Submission Form in the appropriate text box. Bidders should ensure that the price carried forward to the Bid Submission Form is as per the total from the appropriate Price Schedule.

C. Price Schedules

1. The Public Body will have the possibility of using one or more of the Price Templates listed hereunder:
· Template for Price Schedule C1 _ Goods Manufactured outside Mauritius _ (Mauritian Rupees _not adjustable to foreign currency)_ Base Offer

· Template for Price Schedule C2 _ Goods Manufactured outside Mauritius _ (Mauritian Rupees _not adjustable to foreign currency)_ Option 1

· Template for Price Schedule _ Goods Manufactured in Mauritius 

2. Where bids are invited in lot(s) bidders shall quote for all items within a lot for their bids to be responsive. Where bids are invited on an item-wise basis, bidders may quote for one or more items.
3.  Where the Public body allows bidders to quote for a base bid and one option, the option is at the Bidders’ discretion.
D. Conditions of Contract 

1 Warranty

1.1The Supplier warrants that the goods shall conform to the standards, specifications and related services as defined by the Purchaser in its RFQ subject to any alternative proposal made by the Supplier in its response to the Purchaser’s RFQ.

1.2 The Supplier undertakes to make good, at its own cost and promptly, any deficiency in the supply of goods items and related services.

1.3 The Supplier warrants that the goods items to be supplied are new and unused and that it shall attend promptly to any defect in the good items as per the warranty conditions mentioned in its offer.

2 Inspection 

2.1The Purchaser shall have a reasonable time after delivery of the goods to inspect them and to reject and refuse acceptance of goods not conforming to this Purchase Order; payment for goods pursuant to this Purchase Order shall not be deemed an acceptance of the goods. 

3 Payment

4 The Purchaser undertakes to effect payment within 21 working days from receipt of invoice after supply of the goods items to the satisfaction of the Purchaser and subject to the Supplier submitting all required documents. Final payment shall be adjusted to reflect any non-compliance in the execution of the contract. In case the Supplier is an SME, payment will be effected within 14 working days.

E. Schedules

Schedule 1: COST STRUCTURE FOR VALUE ADDED CALCULATION PER PRODUCT

	
	Rs
	Rs

	Raw Materials, Accessories & Components
	
	

	· Imported (CIF)
	
..................
	
.................

	· Local
	
................
	
.................

	Labour Cost
	
	

	· Direct Labour
	
.................
	
.................

	Direct Factory Expenses
	
	

	· Operating Cost of Machine


	
..................
	
.................

	· Expenses related for finishing of goods


	..................
	
.................

	· Packaging costs


	
	

	Cost of Factory Overheads
	
	

	· Electricity
	.................
	.................

	· Rates & Insurance
	
	

	· Telephone
	..................
	..................

	· Rent
	.................
	.................

	· Depreciation 
	..................
	.................

	· Interest on Loans
	..................
	.................

	· Direct Consumables 
	..................
	..................

	· Indirect Labour Charges ( factory employees)
	
	

	Other (please specify)
	
	

	· ........................................
	
..................
	


	· ........................................
	
..................
	


	· ........................................
	
..................
	
..................

	TOTAL COST


	
	


Local Value Added = Total Cost – Cost of imported inputs x 100







Total Cost

· The cost structure should be certified by a Certified Accountant

Notes on Locally manufactured goods

Locally Manufactured Goods -Value-added criterion

The goods have been produced in Mauritius wholly or partially from imported materials (or materials of unknown origin) and the value added resulting from the process of production accounts for at least 25% of the ex-factory cost of the finished product.

Explanation:

The value added is the difference between the ex-factory cost of the finished product and the c.i.f. value of imported materials used in production. 

Ex-factory cost means the value of the total inputs required to produce a given product. In applying this criterion, domestic material content may be either low or non-existent in the composition of the products.

Calculation of ex-factory cost:

The following costs, charges and expenses should be included:

(a) The cost of imported materials, as represented by their c.i.f. value accepted by the Customs authorities on clearance for home consumption, or on temporary admission at the time of last importation in Mauritius where they were used in a process of production, less the amount of any transport costs incurred in transit.

Provided that the cost of imported materials not imported by the manufacturer will be the delivery cost at the factory but excluding customs duties and other charges of equivalent effect thereon;

(b) The cost of local materials, as represented by their delivery price at the factory;

(c) The cost of direct labour as represented by the wages paid to the operatives responsible for the manufacture of the goods;

(d) The cost of direct factory expenses, as represented by:

· the operating cost of the machine being used to manufacture the goods;

· the expenses incurred in the cleaning, drying, polishing, pressing or any other process, as may be necessary for the finishing of the goods;

· the cost of putting up the goods in their retail packages and the cost of such packages but excluding any extra cost of packing the goods for transportation and the cost of any extra packages;

· the cost of special designs, drawings or layout; and the hire of tools, or equipment for the production of the goods.

(e) The cost of factory overheads as represented by:

· rent, rates and insurance charges directly attributed to the factory;

· indirect labour charges, including salaries paid to factory managers, wages paid to foremen, examiners and testers of the goods;

· power, light, water and other service charges directly attributed to the cost of manufacture of the goods;

· consumable stores, including minor tools, grease, oil and other incidental items and materials used in the manufacture of the goods;

· depreciation and maintenance of factory buildings, plant and machinery, tools and other items used in the manufacture of the goods

The following costs, charges and expenses should be excluded:

(a) Administration expenses as represented by:

· office expenses, office rent and salaries paid to accountants, clerks, managers and other executive personnel;

· directors' fees, other than salaries paid to directors who act in the capacity of factory managers;

· statistical and costing expenses in respect of the manufactured goods;

· investigation and experimental expenses.

(b) Selling expenses, as represented by:

· the cost of soliciting and securing orders, including such expenses as advertising charges and agents’ or salesmen’ commission or salaries;

· expenses incurred in the making of designs, estimates and tenders.

(c) Distribution expenses, represented by all the expenditure incurred after goods have left the factory, including;

· the cost of any materials and payments of wages incurred in the packaging of the goods for export;

· warehousing expenses incurred in the storage of the finished goods;

· the cost of transporting the goods to their destination.

(d) Charges not directly attributed to the manufacture of the goods:

· any customs duty and other charges of equivalent effect paid on the imported raw materials;

· any excise duty paid on raw materials produced in the country where the finished goods are manufactured;

· any other indirect taxes paid on the manufactured products;

· any royalties paid in respect of patents, special machinery or designs; and

· finance charges related to working capital.
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